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1. Purpose. This nenorandum establishes organizational policy,
responsibilities and procedures for the effective and efficient
managenent of all manpower resources wthin HQUSACE. These
procedures cover civilian and mlitary manpower and include the
justification of manpower requirenents, allocation of civil and
mlitary funded civilian manpower, and the day-to-day managenent
of civilian actual strength including SF-52 (Request for
Personnel Action) processing, publication of the Mnpower
Managenent Docunent (MVD) and manpower utilization reporting.

2. Applicability. Thi s menorandum applies to all HQUSACE
el ements supported by the Hunphreys Engi neer Center Support
Activity (HECSA).

3. References.

a. AR 5-3, Installation Minagenent and Organization.

b. AR 310-49, The Arny Authorization Docunents System
(TAADS) Docunentation Procedures and Processing.

c. AR 570-4, Manpower Managenent.

d. AR 690-500, Cvilian Personnel, Position dassification,
Pay and Al | owance.

e. DA PAM 570-4, Manpower Procedures Handbook.

f. |ER 570-2-2, Managenent of CGivil Functions Gvilian
Manpower by the Wrkyear System

g. OM 10-1-1, Headquarters, US. Arny Corps of Engineers.
h. Federal Personnel Manual (FPM) CH 316 3, Term Enpl oynent.

4 . Responsibilities.

a. Chief of Staff wll -

(1) Issue operational manpower managenent policy guidance to
the Directors and Separate O fice Chiefs.
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(2) Approve nmanpower requests and vouchers on those issues
deenmed controversial or insupportable by the Hunphreys Engi neer
Center Support Activity (HECSA), Resource Managenent Ofi ce,
Manpower and Managenent Analysis Branch (CEHEC-RM M.

(3) Convene an advisory group for recommended solutions to
di sagreenents on policy issues requiring decisions by the Deputy
Conmmandi ng General (DCG).

b. Assistant Chief of Staff. Assists the Chief of Staff in
the operational manpower managenent policy guidance issued to the
Directors and Separate Ofice Chief.

c. Funding Program Manager will -
(1) Provide policy and m ssion requirenents.

(2) Provide oversight of HQ elenments to ensure support
activities are consistent with current policy and m ssion

requi rements and priorities.

d. HECSA, Resource Mnagenent O fice, Manpower and
Managenent Analysis Branch wll -

(1) Provide operational manpower nanagenent for the Chief of
Staff.

(2) Make recommendations to the Assistant Chief of Staff on
manpower requests, high grade nmanagenent and increases to
est abl i shed manpower | evels.

(3) Oversee the day to day nanpower nmanagenment operations as
prescribed in AR 570 series to include: manpower requi rement
justification, allocation of civil and mlitary funded civilian
manpower, utilization reporting, managenent of actual civilian
strength, requests for Personnel Actions (SF-52), publication of
the Manpower Managenent Docunent (MVD), maintenance and
subm ssion of Active Arnmy and Mbilization Tables of Distribution
and Al |l owances (TDA).

e. Directors and Separate Ofice Chiefs wll -

(1) Ensure that manpower |evels do not exceed their
aut horized ceilings to include high grades.

(2) Review their portion of the MVD, annotate corrections,
provide their input within 10 days after issuance (or release of
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files on the Manpower Managenent Docunent System (MVDS) and
return corrected MVDS to CEHEC- RM M

(3) Provide negative responses when all information is
correct.
5. Objectives. Manpower managenent objectives focus upon

human resource requirenents and the organization and position
structure in which they are best used. The objectives are
achieved with the use of the Defense Cvilian Personnel Data
System (DCPDS) (formally the Arny Cvilian Personnel Managenent
System (ACPERS)), Payroll Text File and Program Budget Qui dance
that furnish information for nost personnel related matters.
Further the objectives are achieved through close and continua
coordi nati on between major program nmanagers and supporting
elements to ensure that the Headquarters resources are used to
achieve the nost current mssion, policy requirenents and
priorities.

6. Procedures. Thi s nmenorandum descri bes procedures for
managi ng and docunenting USACE manpower resources. These
procedures provide guidance for the follow ng areas of manpower
managenent :

a. Manpower Requirenents

b. Manpower Al | ocati ons

c. Managenent of Hre Lag

d.  Use of OQther than Pernmanent Manpower
e. Utilization Reporting

f. ~Gvilian Employment Plan (CEP) and Cvil Functions Wrk
year Usage Pl an (CWIP)

g. SF-52 (Request for Personnel Action) Contro
h. Manpower Managenent Docunent (MVD)

i. Tables of Distribution and Allowances (TDA)
j. Manpower Progranm ng and Budgeting

k.  Mlitary Manpower (Officers, Warrant O ficers and
Enl i st ed)
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.  Organization/ Reorgani zati on Proposal s
m  Managenent of H gh Gade Ceilings

7. Manpower Requi renments.

a. Mnpower requirenents determnation identifies the
m ni mum nunber and kind of personnel needed to perform m ssion
essential work. It is a continuing process in which nmanpower
requi rements are established, adjusted or elimnated in response
to changes in mssions, prograns, workload, technology and
| eader shi p phil osophy. The basic nethods used for determning
manpower requirenents are surveys, staffing standards, workload
nodel i ng techni ques and staffing guides.

b. Requests for additional nanpower requirenents, regardless
of fund source (direct or reinbursable), will be submtted to
CEHEC-RMM for coordination wth the appropriate program manager
as required. The standard format to request and justify
addi tional manpower requirenents is provided at Appendix A It
i ncl udes workload by function and the nunber of work-hours per
wor kyear required for each function. The Arny uses a 2080 work-
hour base year with an availability factor of 1770 work-hours.
The justification is zero-based (i.e., it nust provide
justification for all positions in the requesting organizational
sub-el enent (branch), not only the proposed additional
requi renments). This is necessary because Arny nust justify its
manpower requirenents to the Ofice of the Secretary of Defense
(0SD), the Ofice of Mnagenent and Budget (OVB), and Congress.
I ncreased enphasis on personnel costs and national manpower
resources has |led each of these agencies to insist that budget
requests be based on a realistic analysis of the work to be done
and staffing needs be established with an accepted workload based
requi rements determnation process. In requesting new valid
requi rements, each director and chief of separate offices should
decrease or elimnate any unneeded requirenents.

c. Proposed changes to HQUSACE manpower requirenents wll be
conducted quarterly. Qut-of -cycle requests for extraordinary
events such as the floods/earthquake initiatives will be
submtted through CEHECC-RM M to the Chief of Staff. CEHEC- RM M
will review, in coordination with program nanagers, the
subm ssions and recommend approval/di sapproval of requirenent
changes to the Chief of Staff. Al recomended requirenments nust
be prioritized to preclude creating costly overhires. The
approval of new requirenents does not automatically constitute
new aut hori zati ons.
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8. Manpower Authorization Allocations. New HQUSACE nanpower
aut hori zations will be docunented and allocated on Manpower

Aut hori zati on Vouchers by CEHEC-RMM at |east tw ce per year
based on the USACE manpower resource guidance cycle and the
operating budget process. Interim vouchers wll be issued when
justified by events such as a reorganization, transfer of
functions or significant changes in requirenents or available
aut hori zati ons. Aut hori zations will be tracked by Arny
Managenent Structure Code (AVMBCO), high grades (14 and 15) and
category type (GS, GM SES, W5 etc.), to those which were
provided in the USACE resource guidance and were used as the
basis for costing the central payroll accounts during the
operating budget devel opnent process. Decrenents of manpower
aut horizations will be determned by the Chief of Staff and/or
the advisory group using the Headquarters Operations Project
(HOP) or other managenent initiatives deened necessary.

9. Mnagenent of Hre Laq. Hre Lag is the cunulative total of
del ays during which authorized civilian positions remain

unfilled. It is expressed as a percentage derived by conputing
the average nunber of vacancies, divided by total authorized
civilian positions (civil and mlitary). CEHEC-RMM w || conduct
periodi c evaluations of actual hire |ag experience. CEHEC- RM M
will closely nonitor utilization reports and coordinate with the
Qperating Human Resource Ofice (CEHEC-HR-H) regarding the status
of recruit actions.

10. Alternatives in the Use of Oher Than Per manent Manpower .

a. In working with HQUSACE managers in the devel opnent of
hiring plans, CEHECRM M wi ||l ensure that managers consider which
enpl oynent schedul es give the organi zation the greatest
flexibility to respond to new m ssions and workl oad surges.

O her than pernmanent personnel (tenporary, student aides, co-op
part-tinme, intermttent or term enployees) nay be used to
acconpl i sh peak workloads, work that is not pernmanent in nature,
or work that is permanent in nature but for which |ong-term
funding is not assured.

b. Requests for other than permanent nmanpower requirenents
may be submtted to CEHEC-RMM at any tinme during the fisca
year. Requests should follow the sane procedures as for
per manent manpower requirenents described in paragraph 6b above.

c. Tenporary manpower requirenments are effective for up to
one year, at which tinme they nust be rejustified. Tenpor ary
positions that have existed |onger than a year should be
eval uated for abolishnment or conversion to a permanent
requirenent.
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d. Term enploynent is a nonstatus appointnent to a position
in the conpetitive service for a specified period exceeding one
year and lasting not nore than four cal endar years (see Appendi x
B).

11. Utilization Reporting.

a. The utilization reporting system is designed to neasure
actual wusage against authorized manpower and dollar ceilings.
The HQUSACE utilization control system uses the DCPDS and Omaha
Payrol |l data bases as primary information sources.

b. CEHECRMM will provide to the Chief of Staff and each
staff elenent on a nonthly basis (or upon request) a report of
civil and mlitary functions, actual strength and cunul ative
wor kyear consunption by identification code and AMBCO with a

by-nanme detail as backup.

c. CEHEC-RMM will prepare all required manpower
utilization reports for HQUSACE including, but not limted to,

the foll ow ng:

(1) Monthly feeder report of Full-Tinme Equivalent (FTE)
Wrkyear G vilian Enploynment (civil funded civilians).

(2) Monthly Full-Time Equivalent Wrkyear Mlitary
Enpl oynent (mlitary funded civilians).

12. duvilian Enploynent Plan CEP) and Cvil Wrkyear Usage Plan
(CWUP) . The CEP is a DA requirenment used to plan the utilization
of mTitary functions manpower and doll ars. The CWJP is an OVB
requirement to plan the utilization of FTE workyears against the
aut hori zed ceilings. CEHEC-RMM will prepare both utilization
plans for HQUSACE in accordance with published USACE instructions
and tineliness. The CEP and CWJP will take into account
historical wutilization trends, seasonal fluctuations, and new and
anticipated programs, and wll be closely matched against the
HQUSACE utilization reports to ensure that manpower and dollars
are being used according to the plans.

13. SE-52 (Request for Personnel Action) Control. Requests for
personnel action flow from the requesting organization through
CEHEC-RM M CEHEC-RM B, and the Chief of Staff (when applicable)
to the Human Resources Ofice (CEHEC-HR-H). Reference Appendices
C and D for conpleting and processing SF-52.

a. The primary role of CEHECRMM in the SF-52 process is
to ensure that a requirenment and an authorization exist for a
specific position before approval to fill that position is

6



OM 570-1-2
30 Jun 94

granted. Only approved and required positions are annoted on
the MVD and are either authorized or unauthorized. Generally, if
a position is authorized and vacant, a fill request will be
approved subject to high grade limtations, funds availability or
ot her constraints. Total HQUSACE on-board strength will be

anal yzed by CEHEC-RM M using utilization reports when considering
vacancy requests.

b. The primary role of CEHECCRMB is to ensure funds are
avai l able for a specific position before approval to fill the
position is granted. In the case of reinbursable positions,
funds or the assurance of funding nust be received prior to
approval by CEHEC- RM B. If the reinbursable position is funded
by a billback, CEHEC-RMB w Il provide the Chief of Staff wth
the possible inpacts of approval (e.g., increase in the
centralized accounts billing to the field).

14. Manpower Managenent Docunent MVD) .

a. The MWD is a working detailed Table of Distribution and
Al'l owances (TDA) that reflects HQUSACE nmanpower resources by
par agraph and |ine nunbers. The MWD includes all HQUSACE
requi rements, authorizations and on-board personnel by nanme
(see Appendi x E). The MVD depicts all of the positions in each
of the HQUSACE el enents and identifies the funding source for
each position by AVMSCO  Through the use of required and
authori zed data for each position, the MVD is the principal tool
used to approve SF-52s.

b. Followi ng are several key points regarding the MVD:

(1) CEHEC-RM M updates the MVD bi-weekly with input from
CEHR-M (mlitary nenbers), CEHEC-HR-H and organi zati onal
el enents.

(2) Routine SF-52s from HQUSACE organizational elenments are
appr oved/ di sapproved by CEHEC- RM M D sapproved SF-52s are
returned to the requester with the reason for disapproval. Those
approved are sent to CEHEGC-HR-H for action and the MVD is
annot ated denoting pending actions the utility copy of the SF-50
(Notification of Personnel Action) resulting from that action is
forwarded to CEHEC-RM M for official changes to the MWD.

(3) The MMVMD is automated on the Local Area Network (LAN)
usi ng the Manpower Mnagenent Docunment System (MVDs). Most
directorates/separate offices are able to use the LAN to obtain
the MVMD and reconcile it against the current manpower voucher.

O her organi zational elenents will receive a bi-weekly hard copy
of the latest MVD to update and reconcile their portion of the
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M\D. The MVDS provides read and print capabilities only to allow
conti nuous MVD review.

15. Tables of Distribution and All owances (TDA).

a. CEHEC-RMMis responsible for managi ng and updating all
appl i cabl e HQUSACE TDA and MOBTDA. Active TDAs for HQUSACE are
CEWLB7AA (civil Functions), CEWJIVAA (HQUSACE mlitary functions
(AVHA/ AVHI ), CEWIEGAA (HQUSACE mlitary functions (Technical
Revi ew G oup)), and CEWXIVAAMO ( MOBTDA) .

b. TDA revisions will be coordinated by CEHEC-RMM with
HQUSACE organi zational elenments and Chief of Staff’s concurrence.

c. CEHEC-ZP-S will provide changes to Section 3 (Equi pnent
Al'l owances) of the TDA to CEHEC-RM M who will then forward those
proposed changes to the Director of Logistics (CELD) for review

d. CEHEC-RMM wi Il coordinate all Arny Educational
Requi renents System (AERS) validated positions wth Human
Resources, Mlitary Personnel Division (CEHR-M.

16. Manpower Progranming and Budgeting. CEHEC-RM M devel 0|i)s,
staffs and submts to CEHEC-RM B for all HQUSACE el enents all

applicable HQUSACE input for mlitary functions Planning,

Programm ng, Budgeting, and Execution System (PPBES) events and
civil functions civil budget events. Thi s incl udes: devel opi ng,
in coordination with CEHEC-RM B, input for reprogrammng actions
for the Command Budget Estimate (CBE), issuing statenents for the
Program bjective Menorandum (POM, and subm ssions for the CGvil
Program G vilian Force Configuration and Managenent (FORCON)

dat a.

17. Mlitary WNanpower (O ficers, Warrant Oficers and Enlisted).

The managenent of HQUSACE mlitary manpower (officers, warrant
officers and enlisted) resides with CEHR-M and CERM U. CEHEC- RM

Mw Il coordinate with CEHR-M to ensure the accuracy of the
active duty data.

a. CERMU nmanages the allocation of command-wide mlitary
manpower authorizations and the Oficer D stribution Plan (CODP),
recomrendi ng the distribution of the mlitary manpower
aut hori zati ons based on coordination with HQUSACE directors,
chiefs of separate offices and field commanders and utilizing the
Council of Colonels to recommend the distribution of the CDP.

The command-wide mlitary manpower authorizations and CDP are
approved by the DCG

b. The Mlitary Personnel Division (CEHR-M nmanages the
ot her functions associated with mlitary manpower including

8



OM 570-1-2
30 Jun 94

strength and requisitions nmanagenent, mlitary assignnments,
career developnent and transition counseling, performance
apprai sals, and awards nmanagenent.

c. USACE mlitary funded officer authorizations are
all ocated by HQDA in the Program Budget @uidance (PBG. The PBG
covers the prior and current years and the next six years. HQDA
issues the PBG three tines annually. USACE civil funded officer
aut hori zations are established by Congress and are constrai ned by
the civil appropriations budget in the OVB Passback. CERM U
distributes the overall-USACE mlitary manpower authorizations to
the field in Resource Quidance (RG, usually tw ce per year. The
aut hori zations are provided by mlitary or civil funded manpower,
Managenent Deci sion Package (MDEP), and ANMSCO

18. Organi zati onal / Reorgani zati onal Proposals.

a. Requests for the establishment of a staff elenent, a
work center title change, or a total organizational restructure
nmust be forwarded to CERM O for approval. The request nust be in
the form of a menorandum citing justification for proposed
changes with current and proposed organi zational charts, and
functional statenments |IAW OM 10-1-1 as encl osures.

Organi zational charts nust adhere to guidance provided by ARs 5-3

and 570-4.

b. CERMO will advise the requesting staff activity whether
their proposal is approved, and forward a copy furnished to

CEHEC- RM M
c. Effect MVMD and TDA changes:

(1) Upon receiving notice of organizational approval, staff
el ements nmust send a nenorandum to CEHEC-RM M requesting MV TDA
nodi fi cations with docunents referenced at paragraph 18a and 18b
as enclosures. Additionally, a SF-52 is required for each
i ncunbent position that is not part of a mass nove action. Mass
nove/ bl ock nove actions may be submtted by nenorandum
Unencunbered requirenents/authorizations nust be identified and
provi ded on a separate nmenorandum or marked-up copy of the MVD.
The nenorandum or the annotated copy of the MVD nust identify
clearly the audit trail of each position being noved.

(2) SF-52 actions requiring CEHEC-HR position reviews for
an unnanmed person as the result of proposed
reorgani zation/ position realignment may be submtted through
CEHEC-RM M to CEHEC-HR-H before CERM O organi zational approval.
Subject action will allow CEHEC-HR lead time to evaluate
requested SF-52 actions w thout causing added delays to processed
MVDY TDA changes. A menor andum di scussing the proposed action

9
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MVDY TDA changes. A nenorandum di scussing the proposed action
must be attached with docunents referenced at para 18a and 18b

above provided as encl osures. SF-52S will be processed through
CEHEC-RM M docunented for position review action only, and a
suspense file will be established for subject action pending

recei pt of CERM O organi zational approval.

19. Managenment of High-Gade Ceilings. CEHEC-RMM w || nonitor
hi gh grade (14 and 15) usage, and the directors and chiefs of
separate offices will be accountable for ensuring that their
elements remain within its ceiling. H gh grades will be
docunented for each directorate/separate office on the manpower

vouchers.

6 Appendi ces: WLLIAM D. BROM
(See Tabl e of Contents) Col onel, Corps of Engineers
Chief of Staff

FOR THE COMVANDER:
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